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CEHTR4L IK mLI f3SS CE ®00P 
Washington, D* C* 


21 July 1947 


SUBJECT* Establishment of * Property Surrey Board 
EFFECTIVE US TIL CJBICELLED OR SUPERSEDED 


1. Establishment 


There I® hereby established « Property Survey Board, to be composed 

* " " ~ Lhe nemanent 



mcml 


Authority is hereby designated 

The Property Surrey Board le hereby authorised to* 


iy tutu , oeuui'iuy; 




(a) Sender final determination with reape ot to the pecuniary 
liability of, or the relief from responsibility with 
respect to any employee of CIO in oonneetion with the 
loss, damage, destruction, or theft of public property* 

(b) Authorise disposition or destruction of unserviceable and 
obsolete property in the custody of Cl 0* 


3. Survey Reports 


The Property Survey Board will* 


(a) Require that a eoraplste notarised statement be prepared 
by the responsible individual or individuals on property 
Survey Report, Fora Mo* 36-18, in all eases of loss, damage, 
destruction, or theft of public property in the custody of 
GIG* The Property Survey Board nay direct an investigating 
officer to initiate a Survey Report. 



(b) Review property Survey Reports and all supplemental data, 
such as affidavits , exhibits, etc., pertaining thereto. 

(o) Review the findings wad reoosfiasndat ion s of the investi- 
gating officer relative to the circumstances surrounding 
the loss, damage, destruction, or theft of public property. 

(d) Require the submission of additional information by the 
responsible individual or the investigating officer when 
available evidence is insufficient* 
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(#5 Afford the responsible individual an opportunity to 

examine all available evidence and to include any additional 
statements he my dee ire to sake in hie behalf* 

(f) Sender a final declaim* baaed on the information and factual 
data presented, with respect to the pecuniary liability of, 

or relief fro® reapons ibllity of, the individual or individuals 
concerned* Such action will be in accordance with oar rent 
property regulations of the Central Intelligence ESroup. When 
pecuniary liability is established a^pinst an individual, the 
Property Survey Board’s declaim may be appeal ed to the 
Director of Caatral Intelligence for review. Such sn appeal. 

If made, aaiat be in writing and submitted through the Property 
Survey Board within 30 da ye after receipt unlees otherwise 
specified* 

(g) Maintain pertinent records of all Property Survey Board pro- 
ceedings* 

(h) Advise the responsible individual or individuals, the Property 
Control Division, and others directly concerned of the Property 
Surrey Board’s decision* 

4* Unserviceable and Obsolete Property 
The Property Surrey Board will* 

(a) Review and investigate all requests for disposition, of property 
worn out through fair wear and tear or otherwise rendered 
unserviceable and/or obsolete in the service of the Government 
without fault or neglect on the part of any individual or 
individuals* 

(b) Authorize ultimate disposition of unserviceable and obsolete 
property and relieve the Individual or individuals concerned 
of accountability and/or responsibility therefor. 

(©) Request the initiation of a Survey Report by the accountable 
and/or responsible individual in all oases where property is 
worn out or rendered unserviceable and/or obsolete through, 
fault or neglect* 

FOE fflE DIRECTOR OF CENTRAL IHTELLI "EWCEi 
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G&WiliAL I?i r aajLLIQfcNC£ GROUP 

C.I.G. ORDER MO. 

HULLS OOVKRStWO PROCUREMENT 


25X1 


•Uri® following regular lions shall henceforth govern Central 
intelligence Group** procurement policy and procedure* 

i. AUfriiuhin: 


-- 1 ® Chief , Cervices Division, shall act, unless the 
Director, Central Intelligence Group, snail other- 
wise authorize in writing, as the sole contracting 
activity for central Intelligence Gruup, for all 
types and kinds of things and services necessary, 
appropriate, or convenient for toe operation of said 
Intelligence Group, whether to® procurement be accom- 
plished on vouch® red or unvouch® red funds* Any con- 
mi teont attempted by persons, other than the Chief, 
Services Division, may be invalid and neither recog- 
nized nor acknowledged by appropriate authority. 

II. CLA SIFICATIOW OF PROCPIUgBlfT 


a. office Supplies 

la facilitate the issuance of administrative office 
supplies and forms, and to eliminate the maintenance 
of individual st ock by branches, there has been es- 


tablished in the 


e 


Services Division,....- I 25X1 


| | — — « ■ - — » — r — — — *■* mat A VXl 

sufficient stock of said supplies* The I Lams in 


stock are reflected on the Central Intelligence 
Group Office Sup ly Catalog which should be used in 
requisitioning office supplies in order that the 
appropriate nomenclature, stock numbers, units avail- 
able, eta, be adherrea to. Improper identification 
of items, resulting from the nonuse of to® catalog, 
will only result in unnecessary delay* 

B, Office Aquipment 

An adequate stock of generally used standard >effic© 

equipmen t is carried b^^e^vixree-44u*ialon 4 1 — ‘ 

I A Catalog of as Deers - 

prep area and the principles SaS^F^^rrar*-* 


II a should likewise 


r , vmeEb 
U DKCrV22l£ 
m CHFKCE 
Docmctev, 


CTST2S- 


st sffice 
is 2 

a\ 
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equipment* bhe principles applicable above should 
likewise govern the requisitioning of office equip- 
ment* 


G * Sup lias , (other than II A and II B) <?, Services 

requests for items not covered by paragraph II A and 
II 3 shall g when possible , make reference to a man- 
ufacturer*® catalog and/or model number, or other 
Identifying numbers, to permit ready identification 
of the item desired* 


If it is impossible for the requisitioning office to 
properly Identify the item desired and no description 
or reference to the manuf ae turer * s make and/or model 
number is available, sketches, drawin 0 s, or consul- 
tations with the services Division, Supply Section, 
and procurement specialists are suggested. 

aith regard to serv i ce s — all available conditions 
25X1X8 governing the r^ |of services should be ex- 

pressed. If certain service requires the execution 
of a contractual document further discussions mav 
required by the Services Division, I 

for the purpose of formally coveri ng wie mrrrmszionS — 
and rights of the respective parties* 


'uixdliy, fain, te nance . e ><a.trs . vi ces, ei.e. 


services division, 


is also e qu 1 p pad 


STATINTL 


to handle all reques ts for building t&alnlenanos 
tc rations , repairs, services, moving, sic. Keques 
therefor shall re nlaeed on standard requisition 
Form ho. 1110. 


^ * reproduction 1 rhotos tating* mimeographing, prim 5. n r & a te # ) 

-* quest* for reproduction of any kind shall re pre- 
pared or. horn Ko. 17, in duplicate, and forwarded tc 
tiie heproductlon fee lion, Service# Division.. r n 
receipt thereof, a oooy will te numbered and returned 
to the requisitioning . office* 


'T* "V* Tf” 

ilii 


.’I? DOC 


•j i f!t> 



yJi-ui ,vo # - lixv &utis.± oe uasd i n ouot; Instance 

V » i. .*.0 A tw & p c ie " X i i r pfct P & |gP ^ p P i'SSC P i D -0 

; q= ! l ;3 i tt one . 


w-*> tns space " na fee 11 in the upv«p j*i .wht hand 
corner, the actual date of pro para felon o* 

the requisition shall be inserted* 
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(b) "Delivery To" should indicate the name 

and address of the Individual to which delivery 
called for on the requisition is to be made, 

(e) "Charge Allotment*’ should bear the symbol 
assigned by the Budget Division to the Branch 
concerned* 

(d) The Branch Sup ly Officer shall sign the 

original of each requisition which requisi- 
tion shall he submitted in quintuplleate* 
only the branch Sup, ly Officer is authorised 
to submit requisitions for supplies, equip- 
ment, and/or services. 

£e) '-ihe space provided for approving officer 

shall he left blank for the use of the Chief, 
Services Division, or his authorised designee. 

(f ) Additional Requisitioning Instructions 

(1) Whenever possible, those items which are 
to be procured from one source should be 
restricted to one requisition. 


25X1A6D 


( U } Requisitions should state whether items 


(5) All requisitions should be submitted as 
far in advance of requirements as cir- 
cumstances permit in order to allow the 
chief, Services Division as much time 
as possible to effect the supply through 
the supply activities of the Government 
or such other sources as may be required. 

(4) Requisitions for monthly established sup- 
plies must be submitted not later than 
the 20 th of the month prior to that for 
which the supplies are required* 

(5/ Requisitions should not include a request 
for any two of the following? materials, 
labor, office moves, repairs, and tele- 
phone services. 


£2* 


P 


rover tv Transfer Actions 


Standard Po m e ntitled ** Property Tr ansfar action" 
shall be used” “By” 'the Services Division, 
far she use of res sensible officers in the following 
nonexpendable property actions; (a) movement of pro- 
party# (b) return of surplus property to stock \cj 


25X1 


transfer of property be tween responsible and/or accountable 
officers, and (d) leans between responsible officers. 
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The above 1 om« including the w Helea#e Certificate “ 
contained therein# will he executed in quintupllcai* 
by the responsi ble officer- Initi ating the action and 


"Service® Division# STATINTL 


returned to the 
C. Purchase Order* 

Purchase Order Pom No# i e proscribed for use 

in the procurement of materials and services rrc® 
eoiaaerelal and/or other sources , unless some other 
form is specifically provided* Purchase Orders 
will be ordinarily used in cases where payment for 
Material and services is to be made in a single re* 
mittar.ee and the amount Involved Is less than V 20UU.OO 
aiid will ie signed toy an authorised purchasing officer. 

ILLEGIB 

D m Contracts, 

Xr» cases where payment for materials and/or services 
id© rod ie to.be wade in more than one remittance/"] 
•AwWhere the amount involved la #2,000*00 or more# the 
orocureoeiii will oe reflected by reducing said agree 
rent to contractual form, fhe form to be followed 
will favor in accordance with the circumstances and 
auhlecb wstter oi the contract# 


■* ve i 'S eas dalle -■ : .<iou6sj<3^jt£os, u » c v l IdjjA 
* Originating; Documents 

«auP 5 ;„s for -swop lies and/or equipment from o\ or- 
' .. h* .... ,n« fflnno, fev cable or 


seas sources ordinarily originate . 
touch lo t'i jS : to ten rntell igcnce xieauquar te* a . 

Poaruinu Uoa of feouea^s by ftervlccs bl vlsrou a. 

" ' » . Jvi r>V. V. n n m r»ned T ~ 


branch ~Go'nccrnec . 

,-on receipt of cable or pouch lo titer , *> 

.. .. .... j» . 3 - t V *• ; m f ' . ..■*£$ :'‘vis.^n iu \ 


tii# 


responsible .»* we oaiei, Service* division to 
initiate Snaps to accomplish procuroaaent, u.e pro* 
current laviJif been coordinated and screened. 
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in conjunction with the Branch or Office concerned* 


■ 3 # Preparation of Requisition (Form lXXO j 

la) On receipt of a cable , it is the responsibility 
of the Chief, Services Division, to reduce the 
request to requisition form end to place same 
in the appropriate procurement chapels* Arrange- 
ment for cargo shipment, marking, delivery, 
etc*, will be made by the Services Division* 
Information copies will be forwarded to the 
Branch where required* 


25X1X8 


( d) Pouch letters containing the requests which 
have been approved in accordance with Para- 
graph 2 hereof, will be forwarded to Services 
.Division and reduced to requisition form in 
accordance with Paragraph 5 (a) hereof* 

a he re pouch letters also contain information 
peculiar to the operations of the Branch con- 
cerned, the matters pertaining to procurement 
should be abstracted therefrom and reduced 
to requisition in accordance with procedure 
25X1 C4A Pfftacribed in Paragraph III A* 

C* 


FORECAST 

The Chief of each Mission shall prepare a forecast of all 
hie requirements on a quarterly basis (other than bargain- 
ing goods l # and shall forward these requirements to Cen- 
tral Intell i gence Group Headquarters , Washington* 


Said requirements shall be prepared three months in advance 
of the actual need therefor# Said requirements will be 
screened in Central Intelligence Group Headquarters, Wash- 
ington, and will be forwarded to Services Division for 
procurement action and shipment upon a determination of TL* 
acceptability thereof* Any special or peculiar method 
required in the processing of the procurement or shipping 
should foe duly stated at the time of submission of the 
requirements* 


VI* imHSl'ORTATIOK 

A* Cargo Shipments 

Approved FUkeii&WWQSlOfflG ting 
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STATINTL 


overseas cargo shipments for office supplies, 
equipment, anti ether materials, will be governed 
by the following procedure. 


f &) 


Supplies. Equipment and/or Materials 


( 1 ) 


Fill out Form Ho* 1110 in aextuplicate, 
with all pertinent data, including des- 
tination, number and date of pouch let- 
ter, cable number and dale , and forward 
same to Services Division, ! 


25X1 


{2) On receipt of the completed Form No* 1110, 
arrangements will be made by the Services 
Division, to procure and/or ship the sub- 
ject matter of the requisition. Infor- 
mation copies will be re turned to the 
Branch concerned where required. 


2 m Personal .fleets 

„hen staki ng shipments of personal effects, one ed^/^INTL 
of Form No* 1159 and two copies of F rom No* 1159 (j) 
should be forwarded direct to Chief, I 

I I Services Division* 


n, ‘franaportation of Personnel 

it is the understanding of the writer that the presently 
constituted Procedures office has covered this subject 
matter in conjunction with Finance Division end Special 
Funds and that the draft of the proposed order, includift^ 
other things, reference to allocation of funds , etc* 
Accordingly, the writer has not seen fit to cover this 
subject inasmuch as virtual approval is assumed. 


25X1A9A 

25X1X8 
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GBhTAAh 1 h TILL I GAUGE GhOV F 
C.l.G# AX>MX>IXSlRA ; iIVE ORDER BO# 
MIMS GOV^MMQ; PROCUHfcttkNg 


STATINTL 


She following regulations shall henceforth govern Central 
Intelligence Group* • procurement policy and procedure • 

i* author rxy 

rhe Chief, Cervices Division, shall act, unless the 
Director, Central Intelligence Group, shall other- 
wise authorise in writing, as the sole contracting 
activity for central intelligence Group, for all 
types arid kino# of things and services necessary, 
appropriate, or convenient for the operation of said, 
intelligence Group, whether the procurement be accom- 
plished on vouch# rod or unvouchered fvrnas* Any com- 
mitment attempted by persons, other than the Chief, 
Services Division, may be Invalid and neither recog- 
nized nor acknowledged by appropriate authority# 


II. CLA SIFICAT10N OF ? HOC UBfuMM 


A# Of lice Supplies 

%o facilitate the issuance of administrative office 
supplies and forms, and to eliminate the maintenance 
of individual st ock by branches , there has been es- 
tablished In the 


Services Division, STATINTL 


in 


_ sufficient stock of said supplies# ihc items 
stock are reflected on the Central intelligence 
Group Office cup ly Catalog which should be used In 
requisitioning office supplies in order that the 
appropriate nomenclature, stock numbers, units avail* 
able, et£, be adherreo to# Improper identification 
of items, resulting from the nonuse of the catalog, 
will only result in unnecessary delay# 

b# axfice Equipment 

An. adequate stock of generally used standard office 


equipment is carried by Services Division, 

A Catalog of Office Equipment hai uami 


STATINTL 


ore pared and the principles applicable in paragraph 
XI a should likewise govern requests for office 


Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030004-5 







Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030004-5 

(b) "Delivery To* should indicate the name 

and address of the individual to which delivery 
called for on the requisition is to be made* 

(c) ” Charge Alio taient" should tear the symbol 
assigned by the Budget Id vision to the Branch 
concerned . 


25X1 A6A 


'*oe Branch hup ly Officer shall sign the 
original of each requisition which requisi- 
tion shall be submitted in quin tunli cate, 
only the Branch Supply Officer is a* Prised 
to eufesait requisitions for supplies, equio- 
ment, and/or services. 


(e) one space provided for approving officer 

shall be left blank for the use of the Chief, 
services division, or his authorised designee. 

{f} Additional 1 ,8 quisitionlng Instructions 

ClJ Whenever possible, those items which are 
to o@ procured from one source should be 
res trie ted to one requisition. 

iiequisitions should state jgha t.I «a r> 3 »a»i. 


(o) all requisitions should be submit* ted as 
far in advance of requirements as eir- 
cuma tanoea permit in order to allow the 
Chief, Services Division as much time 
as possible to effect the supply through, 
the supply actlvitiee of the* Government 
or such other sources as may be required* 

(4} Requisitions for monthly established sup- 
plies must be submitted not later than 
the iOth of the month prior to that for 
which the supplies are required. 

{h) Requisitions should not include a reouest 
for any two of the following j materials, 
labor, office moves, repairs, and tele- 
phone services. 


Property transfer Actions 


S tends .td 


STATINTL 


. . form enti tied n Property Ir anaf e r kt\ ti nn ? ? 

shall oe used Ky ^he Services Division, 


th# following 


for the use of responsible officers in 

nonexpendable property actions; {&} movement of pro* 
party, (b) return of surplus property to stock { c) 
transfer oi property between responsible and/or accountable 
officers, and (d) loans between responsible officers. 
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In. conjunction with the Branch or Office concerned* 

«• reparation of Acquisition (Fora 1110 ) 

is) on receipt of a ©able, it is the responsibility 
of the Chief, Services Division, to reduce the 
request to requisition fora and to place same 
In the appropriate procurement charnels* Arrange- 
ment for cargo shipment, marking, deliver*/, 
etc*, will be made by the Services Division* 
Information copies will be forwarded to the 
Branch where required. 

(b) : ouch letters containing the re quests which 

have been approved in accordance with "ara- 
, graph 2 hereof, will be forwarded to Services 
Division and reduced to requisition form In 
accordance with Paragraph 3 (a) hereof* 

where pouch letters also contain information 
peculiar to the operations of the Branch con- 
cerned, the matters pertaining to procurement 
should be abstracted therefrom and reduced 
to requisition in accordance with procedure 
prescribed in Paragraph III A* 


25X1 C4A 


V. KOHECASS jp mQVimMUUTB 

ihe Chief of each Mission shall prepare a forecast of all 
Ms requirements on a quarterly basis (other than bargain- 
ing goods), and. shall forward these requirements to Cen- 
tral Intelligence Group headquarters , Washington. 

- aid x*equi regents shall, he prepared three months in advance 
of the 'actual need therefor* Said requirements will be 
screened in Central Intelligence Group Headquarters, Wash- 
ington, and will be forwarded to Service* Division for 
procurement action and shipment upon e determination of 
acceptability thereof* Any special or peculiar method 
required in the processing of the procurement or ship; ing 
should m duly stated at the time of subsalaalon of the 
requirements • 

VI. AhA»8: 0R1AT1QM 

A . Cargo Shipments 

Approved ^i^eli‘ISe'ii^/O^O6H^^0l^-6^Miq«1302O^3OOf^ na ting 
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STATINTL 


f 


overseas cargo shipments lor office supplies, 
equipment, ana other mate rials, will be governed 

by the following procedure, 

(a) Supplies, Equipment and/or Materials 

(1) Fill out form Mo. 1110 In aextuplicaic, 
with all pertinent data, including, des- 
tination, number and date of pouch let- 
ter, cable number and date, and forward 
sate to Services division. Supply Section* 

{£) On receipt of the completed Form Ko* 1110, 
arrangements will be male by the Services 
Division, to procure and/or ship the sub- 
ject rmtter of the requisition* Infor- 
mation copies will bo re turned to the 
Li an oh concerned where required* 

2, Personal effects 

*4i©n making shipments of personal effects, one c J^TINTL 
of Form So* 1139 and two copies of F rom Eo* 1139 ( j ) 
should be forwarded direct to Chief, | 

I ~l Services Division* 


®» Transportation of Personnel 


it is the understanding of the writer that the presently 
constituted Procedures Office has covered this subject 
matter in conjunction with Finance Division and Special 
Funds and that the draft of the proposed order, including 
araohg other things, reference to allocation of funds, etc* 
Accordingly, the writer has not seen fit to cove i this 
subject inasmuch m virtual approval Is assumed* 
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SERVICES DIVISION 


PROCUREMENT BULLET N 


STANDARD PROCUREMENT PROCEDURE FOR 
CENTRAL INTELLIGENCE HEADQUARTERS 


classification of procurement 

a. Admlnls trail ve Office Supplies 

To facilitate the issuance of administrative office sup- 
plies and forma and to eliminate the maintenance of indi- 
vidual stock toy Drenches, there has been established in 

Service Division, a sufficient stock 


Bi 


0 , 


the 


of subject supplies. 

The Catalog should be used In requisitioning admin is trativo 
office supplies in order that the appropriate nomenclature, 
stock numbers , units available, etc., be adherred to. Im- 
proper Identification of items, resulting from the nonuse 
of the catalog, will only result in unnecessary delay* 
Administrative Office Equipment 

An adequate stock of generally used standard office equip- 
ment Is carried by Services Division, 


A STATINTL 


catalog of office equipment has been prepared and the prin- 
ciples applicable In paragraph 1, A. should likewise govern 
ti.e request of office equipment. The principles applicable 
aboe should likewise govern the requisitions of office 
equipment. 

[i flB. — 


jfcqul men t, Supplies, ete.,%ttgBr than 1 A 
Requests for items not covered ^ ‘ * 


CJ932* chv. 

shall, when possible, raakegftj^- 
catalog and/or model numbe^ 0 




Sta 


A and I B 
°a manufacturer# s 


neof jjo* 


era 


-d®iV7Aeift2Qfi^tq^5. 

SEE REVERSE FOR DECLASSIFICATION iSTI ON 






STATINTL 


25X1 A1 IB 


D, 


*“ 2 “» 
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11 lt ls impassible for the requisitioning office to 
properly identify the item desired and no description 
reference to the manufacturer’s make and/or model 
number is available, sketches, drawings, >r consultation® 

land procure-STATINTL 


with the Services Division, 


men t ape cialia ts are angles ted, 

” itn r ®« ard to services , all available conditions govern- 
inj; the redemption of services should be expressed, if 
certain service requires the execution of a contractual 
document further diecueeions may be required by the Ser- 
vices Division, 


for the purpose of 


formally covering the obligations and rights of the re* 
spectlve parties, 

building Maintenance , He pairs, and Services . 

Services Division. 


is equipped to handle STATINTL 


all requests for building maintenance, alterations, reoairs, 
and services # Requests therfore, ehould be placed on the 
standard requisition. Form Ho, lllu. 


Overseas Requests 

Due to the specialised character of th a procurement, a 
separate procurement Bulletin will be issued. 
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ACQUISITION DOCUMENTS 
A. Requisition 

1. Form No. 1110 shall be used in each instance where the 
proceeding paragraphs prescribes requisitions, 

U) 

£* /In the space "Date" In the upper right hand corner, the 
actual date of preparation of the requisition shall be 
' inserted* 

( ”) * "Delivery To a should indicate the name and address 
oi the Individual to which delivery called for on 
the requisition is to he made* 
vO) ” Charge Allots ;en fc r * should hear the symbol assigned 
by the Budget Division to the Branch concerned* 

(d) *ihe Branch Supply Officer shall sign the original 
of each requisition which requisition shall be 
submitted In quin tu nil cate. Only the Branch Supply- 
officer is authorized to submit requisitions for 
supplies, equipment, and/or services* 

(©) The space provided for approving officer shall 

be left blank for the use of the Chief, Services 
hi via i on, or his authorised designee, 

(£} Additional Requisitioning Instructions* 

(1) Whenever possible, those Items which are to 

be procured fi >m one source should be restricted 
to one requisition* 

(2) Requisitions should state whether items are 

to e used in the Zone of Interior or overseas. 

(3) All requisitions should be submitted as far 

Approved For ReleaseMf/M/SS® tanoea 
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permit In order to allow the Chief, Services 
division as much time as possible to effect 
the supply through the supply activities of 
th© Government or such other sources as may 
be required* 

4. Requaitions for monthly established su nolle* 
must be submitted not later than the 5 Oth of 
the month prior to that for which the supplies 
are required* 

Requisitions should .not include a request for 
any two of the following? materials, labor, 
of f'ictj moves, repairs, and coramunica vion 
services (?}, 

B * ? roosrtv transfer Actions 

1* Standard Form _ ^ entitled “Property ‘transfer ,=tio S nW NTL 

snail toe used by hie bervicea division, I 

for the use of accountable officers in the following 

nonexpendable property actions? (a) movement of property, 

(b) return of surplus property to stock (e) transfer of 
property between accountable officers, and (d) loans be- 
tween accountable officer* 

ihe above form, including the “Release Certificate" cone 
talned therein, will be executed in quin tuoli cate by the 
accountable officer initiating the action and returned 
kk® Services Division* 
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